Managing User Data —-Copy, Delete Users

Administrative Users have the ability to delete and copy user accounts. The copy feature can be used to
replace a user with the same authority levels (NOTE: it is recommended to update the userid and
password when replacing a User). It is recommended that no users be deleted as this may cause issues
if there are previous actions associated with those users. While the functionality to delete users is
provided, please do not do so.

Copy a User

e Identify the user to be copied in the User list (find user sub tab)

I

e Select the copy icon

e Selecting the copy icon will open the create user sub tab. Select the checkbox to indicate you
have read the Data Privacy Statement, modify fields as necessary and click the save button at
the top.

Administration

Company Data | FindUser | Create Users

Find User > User List > Create User
Create User

Data Privacy Statement

Add the text of your data privacy statement here.

The text can, for example, state that the administersd vendors have consentsd to their data being saved and used

If the personal data of a vendor has besn entsred in vendor administration, then it must be confirmed on the administration sids that the vendor has accepted the data privacy statement

¥ou can maintain a text in transaction SE61 for this. In Customizing, you can make Settings o that this text is used as a data privacy statement

[Jves, the user has read the data privacy statemant and accepts the terms.

‘General User Information

*User Name. 9BURGERKING

*Password [ ]

*Confirm Password [ |

“Title Ws. -

*First Name [Burger |
*Last Name [King |
*E-Mail Address [Br@fairfaxcounty.gov. |
*Country usa -

*Company RSL TEST CANADIAN BIDDER|0000000061

Roles

E. Description
B Administrater: Manages SUS Vendor Data

Contact Information

“Telephone (7033243104 |

Fax [ 1

Department [ 1

Settings

Date Format

Decimal Format

Time Zone Eastern Time (New York

Save Ul Settings

e Saving the new User information will open the display User information screen to verify your
changes. (NOTE: This is a good time to gather the new information to send to the new User)
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Deleting a User (It is recommended not to delete a user)

e Identify the user to be deleted in the User list (find user sub tab)

a

e Select the delete icon
e A confirmation message that requires you to respond prior to execution will appear:

Administration

Company Data | FindUser | Create Users

Find User == User List = Delete User

Delete User : 9SMCDOMNALDS

Do yvou really want to delete the user?

| Delete User | | Cancel |

e A confirmation message will appear and the User will be removed from the User list.

Administration

Company Data | Find User

Find User = User List

Messages

[#] Success:User 9MCDONALDS deleted
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